ETP CAL-E-FORCE REFERENCE GUIDE — ACCESSING REPORTS

1. Atthetop of the

landing page, select
the Reports button
on the button bar.

Choose the report to
you wish toview and
select the View
button.

If you have multiple
contracts, you will
receive a report with
contentfromall
contracts. To view only
contentspecificto an
individual contract, you
must filter the report
(step 3).

Reparts

Invoice Status Report
Employer Invoice Status Report

Denied Trainees

Trainaac Craatad Tadaw
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3. Ifyou wish to narrow

your results, select Filters -
the funnelicon to c o}
filter and/or sort
It Show Me
results. All contracts
If you have multiple Company Signed Date
contracts, to view just All time
one specific contract,
filter by Contract Contract Number X
Number. not equalto ™"

4. Tosortthereport by

a specific data point SORT

) ] TRAIMEE TRAIMEE ROSTER # EMPID

in the report, click on CONTRACT FIRST MAME LAST MAME ROSTER SORT EMPLCYEE TRAIMING
the column header. R 1D T MNUMBER Sum D Sum DATE

To sort the reverse

direction, click on the
header again.

5. Toadd or remove
subtotals, grand ¢ Y ca o Options
totals, and/or record
counts, clickon the

Show
gearicon. Details
Select/deselect the Subtotals
desired checkboxes. Grand total
Click the Apply Record counts

button.
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6. Click Exportto
download the report.

h 4 (& b O Export

A

7. Choose view as either

Export View
formattedreport or v
details only and Click
the Export button Formatted Report Details Only
a nd your report WI" Export the report as it Export only the detail rows.
be saved as an Excel appears in Salesforce, Use this to do further
d h . h including the report header, calculations or for uploading
spreads eet into the groupings, and filter details. to other systems.
Downloads section of
your computer.
. Format
[fyou would like to | Excel Format xlsx v
filter/sortthe report
further, the Details
Only exportis
recommended. Cancel
8. Details Only Export: A A | B | c | D | E |
To further sort or 1| Trainee First NameE Trainee Last NameE Roster NumherE Roster #SortE Employee ID,
i i am ampa '548423123 Al SotAtoZ
ilter your report in 2 |Ad Zamp z
Excel, use the down 3 |Kelsey Oehrke test123456789 Z] SotZtoA
arrows in the Details =~ 2 |[Ramona Singer 66874321
—] r |Sea rch P|
Only export. 10 |Kelsey Oehrke 5678643
11 [Jax Taylor 5678643 ~
12 |Katie sandoval 5678643
13 |Adam zampa 5678643
14 |Adam Spott 5678643
15 |Adam Zampa '5456464




